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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Paul Mensch
	SUPERVISOR'S CLASS: Business Service Officer I (Supervisor)
	personnel analyst: JL
	personnel date: 03/17/14
	PERCENT OF TIME: 















35%










	activity: POSITION SUMMARY

Under close supervision of the Business Services Officer I (Supervisor) (BSO I) in the Materials Management Unit (MMU) of Purchasing Services, the incumbent performs a variety of technical and analytical business services activities for the DWR Central Warehouse facility.  Duties include serving as lead staff person at the Central Warehouse; preparing purchasing and contracting documents; assisting in developing procedures and training; and coordinating matters related to the repair and maintenance of the warehouse.  This position is based at DWR’s Central Warehouse, which is located at 1721 13th Street in Sacramento.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with all levels of DWR staff, possess good computer skills, maintain regular, consistent and predictable attendance, possess integrity and dependability, and exercise good judgment.  The specific essential duties are:  

Act as lead staff person.  Duties will include monitoring shipments delivered off-site; working with the BSO I (Supervisor) to address, identify, and evaluate areas where warehousing services should be improved, added, or expanded; working with the Accounting Office to help resolve less complex accounting issues; providing support services during emergencies; and serving as the Safety Coordinator at the Central Warehouse.  Lead staff in annual physical inventory process.  This will include assisting with training; serving as a point of contact for staff preforming inventory at other DWR storage locations; assigning staff teams and duties for the physical inventory process at the Central Warehouse; monitoring quality control of counts; preparing spreadsheets; and assisting with preparation of the Annual Physical Inventory Accuracy Report.  




	classification: Business Service Assistant (Specialist)
	appointee: Vacant
	dwr position number: 0680-4707-001
	sap personnel no: TBD
	sap position number: 50000787
	division: BSO/Purchasing Services/Materials Management
	mcr: 1
	percent2: 35%








15%







5%





5%





5%

	activity2: Use SAP software to solicit bids, select vendors, and prepare purchase requisitions for the Central Warehouse to order large quantities of office supplies, equipment, finished printing materials (forms), and printing materials for Printing Production Services.  Support Printing Production Services by completing goods receipts for supplies delivered directly to their location and supplying them with regular deliveries of copy paper.  The incumbent must follow up and monitor receipt and delivery of goods and will assist MMU staff with end-user training on warehouse management practices and principles, basic SAP inventory management transactions, and other procedures.  Serve as a resource on these matters for staff at other DWR storage locations.

Prepare and update reports and other documents as required, including Enterprise Process Guides (EPG) for the MMU.  Prepare weekly activity reports, known as Highlights, of items received at the Central Warehouse, goods receipts processed, deliveries, goods issue transactions, reservations fulfilled, and noteworthy projects, etc.  Perform special projects or research as necessary.  Assist the warehouse supervisor in the review and comparison of the unit's expenditures and commitments for purchases against planned budget costs.  Provide summaries to warehouse supervisor.

Perform and support warehouse functions (including goods receipt, goods issue, transfer posting, and stock replenishment) that may require the operation of a fork lift, cargo van, or other motorized equipment.  Research and resolve material discrepancies pertaining to the warehouse inventory and purchase orders.  Assist warehouse staff with maintaining the location system, material and storage handling equipment, and general housekeeping.

Coordinate with Facilities Branch staff on issues related to the building lease agreement (repair or alteration) and follow up to ensure work is completed satisfactorily.  Serve as primary point of contact for recyclers handling paper, toner cartridges, batteries, plastic, and other materials.  Assist with identification of additional opportunities to recycle or reuse surplus or scrap materials.  Assist with the Green Pastures supply reuse project.

Serve as service contract liaison with Contract Services.  Prepare materials and information necessary to support development of service agreements required for the operation of the Central Warehouse and its activities.  This may include researching and preparing specifications; working closely with the assigned Contract Specialist, attending pre-bid conferences and bid openings, analyzing bids, and participating in the contract award process.  Assist the warehouse supervisor by entering service entry sheets using SAP software as services are commissioned, completed, and approved.  Monitor contract compliance, anticipate expiration, and plan for renewal.


	percent 3: 
	activity3: OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and PAO during Governor declared emergencies, flood, dam, State Water Project, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS

Must be able to move up to 80 pounds.  The moving and lifting of furniture, equipment, boxes, cans, printed materials, and supplies is necessary while operating within a warehouse and delivery environment.  Work in both indoor and outdoor storage areas in a non-climate controlled building.  A valid California Class C driver's license is required for operation of cargo vehicles.  A Forklift Operator training certificate is required for forklift operation; training will be provided.  May be required to work overtime at certain times of the year.  


	supervisor name: Paul E. Mensch
	employee name: Vacant


